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ABSTRACT 

The general purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the purchasing occupation. The document 
opens with a brief introduction followed by a job description. The 
bulk of the document is presented in table form. Fourteen duties are 
broken down into a number of tasks and for each task a two-page table 
is presented, showing on the first page: tools, equipment, materials, 
objects. acted upon; performance knowledge (related also to decisions, 
cues and errors); safety — Lazard; and on the second page: science; 
math — number systems; and communications (performance modes, 
examples, and skills and concepts). The duties include: maintaining 
purchase, price, stock and consumption, and vendor records; 
maintaining catalog file and inventory control; conducting market 
studies and cost analysis; developing supply sources; securing 
quotation; choosing between contract and open market purchase; 
issuing purchase orders; corresponding with vendors; and fostering 
human relations. A glossary of purchasing terms is appended. (BP) 
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FOREWARD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State University in con- 
junction with the State Department of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U. S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca- 
tional educators in the techniques of making a comprehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and Industrial Education to gain experience in 
developing analysis documents for sixty-one different occupations. Represen- 
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientation of all participants. The training and work- 
shop sessions constituted the third phase. Two-week workshops were held 
during which teams of vocational instructors conducted an analysis of the 
occupations in which they had employment experience. The instructors were 
assisted by both occupational consultants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various tasks performed 
in each occupation. For each task the following items were identified; tools 
and eauipment; procedural knowledge; safety knowledge; concepts and skills 
of mathematics, science and communication needed for successful performance 
in the occupation. The analysis data provided a basis for generating instruction- 
al materials, course outlines, student performance objectives, criterion measures, 
as well as identifying specific supporting skills and knowledge in the academic 
subject areas. 



PREFACE 



Purchasing encompasses many diverse areas - The occupation of purchasing agent-buyer 
can be found in the industrial, wholesale and retail areas. Due to the time factor, industrial 
purchasing was chosen. The approach was that of a person with some experience coming 
into the job of purchasing agent, A rookie entering this type of position would run into num- 
erous difficulties. Furthermore few large companys would intrust a million dollar budget to 
a novice. The duties chosen encompass the basic activities of a purchasing agent in a com- 
pany using a totally manual information retrievel system. This is probably the exception to 
the rule today-however, there are too many E,D,P, systems available, many of which are 
tailored to individual company needs, A basic understanding of the tasks will be sufficient 
knowledge to prepare a buyer to function under a E,D,P, system. 
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JOB DESCRIPTION 

An industrial purchasing agent secures for the company its requirements of raw materials and 
parts used in the manufacture of supply products at the lowest possible cost consistent with 
accepted standards; for quality and service, and in accordance with established policies and 
procedures. 

An agent maintains purchase, price, stock, consumption, vendor records and catalog file; 
conducts market studies and cost analysis; develops sources of supply; secures quotations; 
chooses between contract and open market purchasing; maintains an inventory control system; 
issues purchase orders; corresponds with vendors and attempts to foster good human relations. 
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Duty A Maintaining Purchase Records 

1 Record All Commodity Activity 
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Duty B Maintaining Price Record 
1 Record All Price Changes 
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Duty C Maintaining Stock & Consumption Record 

1 Record All Receipts 

2 Record All Disbursements 

3 Record Material Specifications 
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Duty D Maintaining Vendor Record 

1 Record Vendor Changes 

2 Record Discount Changes 

3 Record Term Changes 

4 Record Product Changes 

5 Record Shipping Information 

6 Record Vendor Reliability 
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Duty H Developing Supply Sources 

1 Interview Manufacturer Sales Representative 

2 Read Thomas Register 

3 Read Dun and Bradstreet 

4 Read Trade Publications 

5 Read Literature Received By Mail 

6 Inspect Suppliers Plant 
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Duty I Securing Quotation 

1 Select Vendors 

2 Complete Bid Quotation Information 

3 Mail Quote To Selected Vendors 

4 Analyze Returned Quote 
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J Choosing Between Contract and Open Market Purchase 

1 Determine If Quanity Needed Will Substantiate Contract Purchase 

2 Investigate Future Supply and Demand of Commodity 

3 Submit Quotation For Contract and Open Market Purchase 

4 Negotiate Purchase Order Terms For Contract and Open Market 
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Duty K Maintaining Inventory Control 

1 Determine Economic Order Quanity 

2 Determine Reorder Point 

3 Schedule Purchases and Deliveries 

4 Check Delivery Receipts 

5 Verify Invoices 
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Duty L Issuing Purchase Orders 

1 Fill Out Purchase Order Form 
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Duty M Clorresponding With Vendors 

1 Contact Vendors For Purchase Order Follow Up 

2 Contact For Vendor Adjustments 
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Duty N Fostering Human Relations 

1 Maintain Good Human Relations Within Company 

2 Maintain Good Human Relations With Vendors 
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